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Introduction to TIDE 

This user guide provides instructions on how to use TIDE. 

At its core, TIDE is a registration system for users who will access Cambium Assessment Inc. (CAI) 
systems and students who will take CAI tests. Users of all CAI systems must be added to TIDE before 
they can access any CAI system. Students must be added to TIDE before they can test in TDS. Rosters 
may be added in TIDE so the Centralized Reporting System (CRS) can display scores at the classroom, 
school, district, and state level. During testing, TIDE users can print tǊŜL5 ƭŀōŜƭǎ ƻǊ ǎǘǳŘŜƴǘǎΩ ǘŜǎǘ ǎŜǘǘƛƴƎǎ 
and monitor test progress. To use TIDE, users navigate to the OSAS portal (osasportal.org). 

Figure 1. TIDE Dashboard 

 

You can use TIDE to perform the following tasks: 

¶ You can add new users or modify existing user accounts in TIDE so district and school users can access 
TIDE and other CAI systems. Users must be registered in TIDE to access other CAI systems. 

¶ You can modify existing student accounts so students can take the correct tests with the correct test 
settings at the correct time. Students must be registered in TIDE to test in the Test Delivery System 
(TDS). 

¶ You can add new rosters or modify existing rosters. Rosters represent classes or other groups of 
students. After testing, TIDE sends rosters to the Reporting System so those systems can display scores 
at the classroom, school, district, and state levels. 

¶ You can add new test windows or modify existing test windows in TIDE to create customized testing 
windows to manage your district or school testing schedule. 

¶ ¸ƻǳ Ŏŀƴ ǾƛŜǿ ȅƻǳǊ ŘƛǎǘǊƛŎǘΩǎ ƻǊ ǎŎƘƻƻƭΩǎ ǇǊƻƎǊŜǎǎ ƛƴ starting and completing tests and participation rate. 

  



Test Information and Distribution Engine User Guide 

© Cambium Assessment, Inc.  2 

In
tro

d
u
c
tio

n
 to

 T
ID

E
 

TIDE divides tasks by user role. Users with higher roles will have access to more tasks in TIDE than users 
with lower roles. District-level users have access to the most tasks, followed by school-level users, 
teachers, and test administrators.  

Key Changes 

The list below describes key changes to the document for the 2023-2024 school year. 

¶ Updated all Secure Inbox references to Secure File Center. 

¶ Updated screenshots showing the TIDE banner and icons to show the new unified header. 

¶ Removed see from all figure references to be more inclusive (from άSee Figure 10έ to άFigure 10έ) 

¶ Added information on the View Student History new feature.  

¶ Updated the roster and upload user interfaces.  

¶ Added information on Secure Notifications in TIDE. 

Three Things All TIDE Users Must Know How To Do 

Records for users, students, and rosters may be added to TIDE and kept up to date for the testing 
process to flow properly. Users must be added to TIDE to have access to any CAI systems. Students must 
be added to TIDE to test. Rosters added in TIDE ŀƭƭƻǿ ȅƻǳ ǘƻ ǾƛŜǿ ȅƻǳǊ ǎǘǳŘŜƴǘǎΩ ǘŜǎǘ ǊŜǎǳƭǘǎ ōȅ Ŏƭŀǎǎ ƻǊ 
by other meaningful groupings in CRS. If rosters are not created, you will see test results by grade level 
and school in CRS. The process for adding and modifying records in TIDE is largely the same for all user 
roles and record types.  

All TIDE users must be familiar with the following actions, as they are the same for Users, Students, 
Rosters, and Test Windows: 

¶ Adding new records one at a time. 

¶ Viewing or modifying existing records one at a time. 

¶ Uploading multiple new records or modifying multiple existing records in the same file.  

Adding records one at a time 

 Start at the dashboard that appears when you first log in to TIDE, select the task for which you want 
to add a new record, and select Add. 

 On the page that appears, fill out the information, verify its accuracy, and select Save. 

Figure 2. Add User 
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Figure 3. Add Student Temp ID (ELPA Screener Only) 

 

Figure 4. Add Roster 

 

Modifying existing records one at a time 

You can view and edit existing records one at a time or multiple existing records all at once through file 
ŜȄǇƻǊǘΦ LŦ ŀ ǊŜŎƻǊŘΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƘŀƴƎŜǎ ŀŦǘŜǊ ȅƻǳΩǾŜ ŀŘŘŜŘ ǘƘŜ ǊŜŎƻǊŘ ǘƻ TIDE, you must edit the 
record to match the most up to date information. You can also delete some records from TIDE. 

 Begin by searching for the record you want to modify. Start at the dashboard that appears when you 
first log in to TIDE, select the task for which you want to search for records, and select 
View/Edit/Export. Fill out the form that appears and select Search. Not all fields must be filled in to 
perform a search.  

Note: In the School drop-down list, users can begin typing in the Search field to filter results. You can 
enter part of or your complete school name or school ID. 

Figure 5. View/Edit/Export Student 
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 A pop-up window appears, allowing you to view or export search results or modify your search. To 
view and edit search results, select View Results. To export all search results to the Secure File 
Center from the pop-up window (Figure 6), select Export to Secure File Center and then select 
either Excel or CSV. The search results will be exported to your Secure File Center and you will 
return to the search form. 

Please note the View Results button may be disabled if the search results contain records from all 
districts or all schools. 

Figure 6. Search Results 

 

 If you select View Results, the search results will appear in a table. To edit individual records, select 
the edit button by the record you want. To delete users, mark the checkbox by that record and 

select . To export records, mark the checkbox by that record and select . 

Figure 7. View/Edit/Export Student Search Results 
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Figure 8. View/Edit/Export User Search Results 

 

Adding or modifying multiple records at once 

Rather than adding or modifying records one at a time, you may want to add or modify multiple records 
all at once. File upload allows you to do this. Records not previously set up in TIDE will be added to TIDE 
through file upload. Records already set up in TIDE will be modified with the updated content from the 
upload. To upload records, you must be familiar with spreadsheet applications and/or comma-separated 
value (CSV) files. 

 Start at the dashboard that appears when you first log in to TIDEΣ ǎŜƭŜŎǘ ǘƘŜ ǘŀǎƪ ŦƻǊ ǿƘƛŎƘ ȅƻǳΩŘ ƭƛƪŜ 
to upload records and select Upload. An upload screen will appear where you can download a 
template file. 

Figure 9. Upload Roster 

 

 hƴŎŜ ȅƻǳΩǾŜ ŘƻǿƴƭƻŀŘŜŘ ŀƴŘ ŦƛƭƭŜŘ ƻǳǘ ǘƘŜ ǘŜƳǇƭŀǘŜ ŦƛƭŜΣ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ǳǇƭƻŀŘ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ Choose 
File or drag and drop the file then upload it to TIDE. Select Next. The upload preview screen 
appears. 
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Figure 10. Upload Rosters Preview Page 

  

 hƴŎŜ ȅƻǳΩǾŜ ǾŜǊƛŦƛŜŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ǇǊŜǾƛŜǿ ǎŎǊŜŜƴΣ ǎŜƭŜŎǘ Next again. The validation screen 
appears. 

Figure 11. Upload Rosters Validate Page 

 

 If there are any issues with the file, the validation screen shows errors or warnings.  

Á To make edits to the file before proceeding, select Upload Revised File to restart the process. 

Á To view a list of issues with the file, select Download Validation Report. 

Á To continue with the upload despite errors or warnings, select Continue with Upload. The 
confirmation screen appears.  

Á Caution: Records with warnings will be processed, but records with errors will not be processed. 
¸ƻǳΩƭƭ ƴŜŜŘ ǘƻ ŜŘƛǘ ǘƘŜ Ǌƻǿǎ ǿƛǘƘ ŜǊǊƻǊǎ ŀƴŘ ǳǇƭƻŀŘ ǘƘŜ ǊŜŎƻǊŘǎ ŀƎŀƛƴ. 
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Figure 12. Upload Rosters Confirmation Page 
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How to Activate Your Account & Log in to & out of TIDE 

Your TIDE administrator (usually the DTC or STC) creates your account, and then TIDE sends you an 
activation email. This email contains a link that takes you to the Reset Your Password page in TIDE 
where you can set up your password for logging in to TIDE and other applicable CAI systems. This link 
expires 15 minutes after the email was sent. If you do not set up your password within 15 minutes, you 
need to request a new link as described in ǘƘŜ ǎŜŎǘƛƻƴ άPassword Informationέ in the appendix. 

If you do not receive an activation email, check your spam folder. Emails are sent from 
DoNotReply@cambiumassessment.com, so you may need to add this address to your contact list. 

At the beginning of a new school year, your TIDE password and security details will be automatically 
reset. You will receive an email from DoNotReply@cambiumassessment.com to notify you of this 
occurrence and to alert you that you will not be able to log in to TIDE or any other system until you 
reactivate your account for the new school year. Folloǿ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άIƻǿ ǘƻ 
ǊŜŀŎǘƛǾŀǘŜ ȅƻǳǊ ŀŎŎƻǳƴǘέ ōŜƭƻǿ ǘƻ ǊŜŀŎǘƛǾŀǘŜ ȅƻǳǊ ŀŎŎƻǳƴǘ ŦƻǊ ǘƘŜ ƴŜǿ ǎŎƘƻƻƭ ȅŜŀǊΦ 

Activating your account 

 Select the link in the activation email. The Reset Your Password page appears (Figure 13). 

 In the New Password and Confirm New Password fields, enter a new password. The password must 
be at least eight characters long and must include at least one lowercase alphabetic character, one 
uppercase alphabetic character, one number, and one special character (e.g., %, #, or !). 

 Select Submit. 

Account activation is complete. You can proceed to TIDE by selecting the Test Information Distribution 
Engine (TIDE) card (Figure 18) on the portal page. 

Figure 13. Reset Your Password Page 
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How to reactivate your account at the beginning of the school year 

At the beginning of a new school year, your TIDE password and security details will be automatically 
reset. You will receive an email from DoNotReply@cambiumassessment.com to notify you of this 
occurrence and to alert you that you will not be able to log in to TIDE or any other system until you 
reactivate your account for the new school year. 

 Navigate to the OSAS Portal (osasportal.org). 

 Select your user role. Then select the Test Information Distribution Engine (TIDE) card. 

 Select Request a new one for this school year. The Reset Your Password: Find Account page 
appears (Figure 15). 

Figure 14 Login Page 

 

 Enter your TIDE email address and select Submit. TIDE sends you an email containing a link to reset 
your password. 

 Select the link in the activation email. The Reset Your Password page appears (Figure 13Error! 
Reference source not found.). 

 In the New Password and Confirm New Password fields, enter a new password. The password must 
be at least eight characters long and must include at least one lowercase alphabetic character, one 
uppercase alphabetic character, one number, and one special character (e.g., %, #, or !). 

 Select Submit. 

https://osasportal.org/
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Figure 15. Reset Your Password Page 

 

During the reactivation process, you will be taken to the Enter Code (Figure 16) page and asked to 
provide the authentication code sent to your email. 

Á In the Enter Emailed Code field, enter the emailed code and select Submit. 

Á You must enter the code within fifteen minutes of the email being sent. If your code expires, you 
can request for a new code by selecting Resend Code on the Enter Code page. 

Figure 16. Enter Code Page 

 

Logging in to TIDE 

Do not share your login information with anyone. All CAI systems provide access to student information, 
which must be protected in accordance with federal privacy laws. 

 Navigate to the OSAS Portal (osasportal.org). 

 Select your user role (Figure 17). 

https://osasportal.org/
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Figure 17. User Cards on Portal 

  

 Select Test Information Distribution Engine (TIDE) (Figure 18). The Login page appears (Figure 19). 

Figure 18. TIDE Card 

  

 On the Login page, enter the email address and password you use to access all CAI systems. 

Figure 19. Login Page 

 

 Select Secure Login. 

a. If you have not logged in using this browser before, or if you have cleared your browser cache, 
the Enter Code page appears (Figure 20) and an email is sent to your address. This applies every 
time you access TIDE with a new browser. The email contains an authentication code, which you 
must use within fifteen minutes of the email being sent. 

i. In the Enter Emailed Code field, enter the emailed code. If the code has expired, select 
Resend Code to request a new code. 
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ii. Select Submit. 

b.  If the Terms and Conditions page appears, you should review the terms on this page and click 
Accept to proceed. 

Figure 20. Enter Code Page 

 

The Dashboard for your user role appears. Depending on your user role, TIDE may prompt you to select 
a user role, district, or school to complete the login. 

Working with TIDE in more than one browser tab or window may result in changes in one tab 
overwriting changes made in another tab. Do not have more than one TIDE browser tab or window open 
at the same time. 

Logging out of TIDE 

¶ In the TIDE banner (Figure 21), select Log Out. 

Figure 21. Log Out 

 



Test Information and Distribution Engine User Guide 

© Cambium Assessment, Inc.  13 

H
o
w

 to
 A

c
tiv

a
te

 Y
o
u
r A

c
c
o
u
n

t &
 L

o
g

 in
 to

 &
 o

u
t o

f T
ID

E
 

Logging out of TIDE logs you out of most OSAS systems. However, you will not be logged out of the TA 
Interface in order to prevent the accidental interruption of active test sessions. 
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How to Access Secure Notifications in TIDE 

The Secure Notification Banner displays alerts, warnings, and informational messages about the OSAS 
assessment program. The banner displays at the top of every page in TIDE when active notifications are 
published (Figure 22). Often, the messages will contain time-sensitive information, such as dates for 
TIDE system downtime or test window extensions due to inclement weather. These secure notifications 
can only be accessed after logging in to TIDE. 

 Note: All user roles can view all secure notifications.  

Figure 22. Example of One Notification Type on the Secure Notification Banner 

 

How to distinguish notification types 

Notifications are ranked based on importance, differentiated by an icon and the background color. 

¶ Info notifications denote minimum severity. They are marked with  and appear over blue 
backgrounds. 

¶ Warnings denote medium severity. They are marked with  and appear over yellow 
backgrounds. 

¶ Alerts denote maximum severity. They are marked with  and appear over red backgrounds. 

How to interact with secure notifications 

Active notifications appear each time you log in to TIDE and can be dismissed once read. However, 
depending on how you dismiss the notification, the same notification may display the next time you log 
ƛƴ ƛŦ ƛǘ ƛǎ ŘǳǊƛƴƎ ǘƘŜ ƴƻǘƛŦƛŎŀǘƛƻƴΩǎ ǎŎƘŜŘǳƭŜŘ ŘƛǎǇƭŀȅ ǇŜǊƛƻŘΦ wŜǾƛŜǿ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ Mark as Read and 

the  icon to understand the difference. 

Mark as Read Removes the notification from the top of the page and closes the notification window if 
open. These notifications can be viewed again by clearing your browser cache during the 
scheduled display period for the individual notification or if the same notification is 
unpublished and republished. 

View More Displays a window with the full contents of the notification. 

Close Icon   Removes the notification from the top of the page for the duration of your active 
session and closes the notification window if open. Notifications closed using  return 
when you refresh the page or the next time you log in during the scheduled display 
period for the individual notification. 

Arrows  Moves to next or previous notification. Only appears when multiple notifications are 
active, indicated by current/total notifications beside the notification name.
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How Users Perform Tasks in TIDE 

Users can perform most of the tasks available in TIDE. Some of these tasks must be performed before 
testing begins and some must be performed during testing. 

Performing Tasks in TIDE Before Testing Begins 

Before testing begins, users may perform the following tasks in TIDE: 

¶ Set up user accounts for school-level users so they can log in to TIDE and other CAI systems. If user 
accounts are not set up before testing begins, those users will not be able to access any CAI systems. 

¶ Set up temporary IDs (for ELPA Screener only) so students can take the correct tests with the correct 
test settings at the correct time.  

¶ Set up rosters so the Reporting System can display scores at the classroom, school, and district levels.  

¶ Set up customized test windows so the correct tests are available when you need them. 

Setting Up User Accounts in TIDE 

Users must set up user accounts for school-level users to sign in to TIDE and other CAI systems. If these 
ǳǎŜǊǎ ŘƻƴΩǘ ƘŀǾŜ ŀŎŎƻǳƴǘǎ ǎŜǘ ǳǇ ƛƴ TIDE, they will not be able to access any CAI systems. 

Adding new user accounts one at a time 

If your role allows it, you can add users to TIDE one at time. To learn more about adding records to TIDE 
one at a time, review ǘƘŜ ǎŜŎǘƛƻƴ άAdding records one at a timeέ ƛƴ ǘƘŜ Introduction. 

 From the User Information task menu, select Add Users. The Add Users page appears. 

Figure 23. Add Users 

 

 In the Email Address ŦƛŜƭŘΣ ŜƴǘŜǊ ǘƘŜ ƴŜǿ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŀƴŘ ǎŜƭŜŎǘ +Add user or add roles to 
use with this email. Additional fields appear. 

 9ƴǘŜǊ ǘƘŜ ƴŜǿ ǳǎŜǊΩǎ ŦƛǊǎǘ ŀƴŘ ƭŀǎǘ ƴŀƳŜǎ ƛƴ ǘƘŜ ǊŜǉǳƛǊŜŘ ŦƛŜƭŘǎ, as flagged by the asterisks, and other 
details in the optional fields. 

a. The Test Group field controls which tests the user is allowed to administer. For example, the 
ά{ǳƳƳŀǘƛǾŜέ ¢Ŝǎǘ DǊƻǳǇ Ƴǳǎǘ ōŜ ǎŜƭŜŎǘŜŘ ǘƻ ŀŘƳƛƴƛǎǘŜǊ ǘƘŜ aŀǘƘΣ 9[!Σ ƻǊ {ŎƛŜƴŎŜ ǘŜǎǘǎ, while 
ǘƘŜ ά9[t! {ǳƳƳŀǘƛǾŜέ ¢Ŝǎǘ Group must be selected to administer the ELPA Summative or Alt 
ELPA tests. Users may be assigned any combination of these Test Groups or all four Test Groups. 
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Figure 24. Add User ï Additional Fields 

 

 From the Role drop-down, select a role. From the drop-downs that appear, select a state, district, 
and school, if applicable. Note: Users may only have one role but may have the same role in multiple 
institutions. 

 Optional: To delete a role, select  next to that role. 

 Select Save. In the affirmation dialog box, select Continue to return to the Add Users page. TIDE 
adds the account and sends the new user an activation email from 
DoNotReply@cambiumassessment.com. 

Modifying existing user accounts one a time 

You can view and modify existing user accounts one at a time or multiple existing user accounts all at 
once through file imǇƻǊǘΦ LŦ ŀ ǳǎŜǊΩǎ ƛƴŦƻǊƳŀǘƛƻƴ ŎƘŀƴƎŜǎ ŀŦǘŜǊ ȅƻǳΩǾŜ ŀŘŘŜŘ ǘƘŜ ǳǎŜǊ ǘƻ TIDE, you must 
ŜŘƛǘ ǘƘŜ ǳǎŜǊ ŀŎŎƻǳƴǘ ǘƻ ƳŀǘŎƘ ǘƘŜ Ƴƻǎǘ ǳǇ ǘƻ ŘŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴΦ LŦ ǘƘŜ ǳǎŜǊΩǎ ŀŎŎƻǳƴǘ ŘƻŜǎ ƴƻǘ ƛƴŎƭude 
the most up to date information, the user may not be able to access other CAI systems or features 
within those systems. You can also delete users from TIDE. 

 From the User Information task menu, select View/Edit/Export Users. The View/Edit/Export Users 
page appears. 

 Retrieve the individual user account you want to view, edit, export, or delete by following the 
ǇǊƻŎŜŘǳǊŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άModifying existing records one at a timeέ ƛƴ ǘƘŜ Introduction. 

 In the list of retrieved user accounts, select  for the user whose account you want to view or edit. 

 If youǊ ǊƻƭŜ ŀƭƭƻǿǎ ƛǘΣ ƳƻŘƛŦȅ ǘƘŜ ǳǎŜǊΩǎ ŘŜǘŀƛƭǎ ŀǎ ǊŜǉǳƛǊŜŘΣ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άFields in the View/Edit 
User Page in the appendix as a reference. 

 Optional: To delete a role, select  ƴŜȄǘ ǘƻ ǘƘŀǘ ǊƻƭŜΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŘŜƭŜǘŜ ǘƘŜ ǳǎŜǊΩǎ ŜƴǘƛǊŜ ŀŎŎƻǳƴǘ 
from the search results table. 

 Select Save. 

 In the affirmation dialog box, select Continue to return to the list of user accounts. 
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Adding or modifying multiple user accounts all at once 

You can also add or modify multiple user accounts all at once through file upload as shown in the 
ǎŜŎǘƛƻƴ άAdding or modifying multiple records at onceέ ƛƴ ǘƘŜ Introduction. 

 From the User Information task menu, select Upload Users. The Upload Users page appears. 

 Following the instructions ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άAdding or modifying multiple records at onceέ ƛƴ ǘƘŜ 
IƴǘǊƻŘǳŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άFile Format of the User Upload Fileέ in the appendix as a 
reference, fill out the template and upload it to TIDE. Users who have not previously been set up in 
TIDE will be added in TIDE. Users who already have accounts set up in TIDE will have their accounts 
modified with the updated content from the upload. 

Registering Students for Testing 

Students are registered for summative testing in the SSID System on the ODE secure website. Student 
test settings and tools must be modified in TIDE prior to testing. 

Modifying existing student accounts one at a time 

¸ƻǳ Ŏŀƴ ǾƛŜǿ ŀƴŘ ŜŘƛǘ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǾƛŜǿ ŀ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ 
participation report and rosters to which students are active, if available. 

 From the Student Information task menu on the TIDE dashboard, select View/Edit/Export Student 
Test Settings and Tools. The View/Edit/Export Student Test Settings and Tools page appears. 

 Retrieve the individual student account you want to view, edit, or export by following the procedure 
ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άModifying existing records one at a timeέ ƛƴ ǘƘŜ LƴǘǊƻŘǳŎǘƛƻƴΦ 

 In the list of retrieved students, select  for the student whose account you want to view. The 

View/Edit Student: [Student's Name] form appears. 

Figure 25. View/Edit/Export Student Test Settings and Tools 

 

 From the Student Participation panel, view ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǇŀǊǘƛŎƛǇŀǘƛƻƴ ǊŜǇƻǊǘΣ ƛŦ ŀǾŀƛƭŀōƭŜ. 
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 From the Rosters panel, view rosters to which the student is currently active, if available.  

 LŦ ȅƻǳǊ ǳǎŜǊ ǊƻƭŜ ŀƭƭƻǿǎ ƛǘΣ ƳƻŘƛŦȅ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ŀǎ ǊŜǉǳƛǊŜŘΦ 

¶ In the available test settings and tools panels, modify the ǎǘǳŘŜƴǘΩǎ ǘŜǎǘ ǎŜǘǘƛƴƎǎΣ ǳǎƛƴƎ ǘƘŜ 
table άFields in the Embedded Designated Supports Panelέ ŀƴŘ άFields in the Embedded 
Accommodations (For Students on IEPs or 504 Plans) Panelέ in the appendix as a reference. 
The options available for a test setting are grouped to indicate if an option is a designated 
support or an accommodation. The panels displŀȅ ŀ ŎƻƭǳƳƴ ŦƻǊ ŜŀŎƘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǘŜǎǘǎΦ 
You can select different settings for each test, if necessary. 

¶ Oregon offers the Alt ELPA assessment to eligible students. In the Test Access panel, ensure 
the Alt ELPA Tester radio button is set to Yes for eligible students.  

NOTE: Students who will participate in a remote test session (sample, interim, OR summative 
remote test session) are required to have parental consent for A/V monitoring. Once parental 
consent is obtained, districts need to update the Parenǘŀƭ /ƻƴǎŜƴǘ ŦƻǊ !κ± aƻƴƛǘƻǊƛƴƎ ŦƛŜƭŘ ǘƻ ά¸ŜǎΣ 
ǿƛǘƘ ŎŀƳŜǊŀέ ƻǊ ά¸ŜǎΣ ǿƛǘƘƻǳǘ ŎŀƳŜǊŀέ ƻƴ ǘƘŜ {ǘǳŘŜƴǘ 5Ŝǘŀƛƭǎ tŀƎŜ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ǎǘǳŘŜƴǘ ǘƻ ōŜ 
able to log in to a remote test session.  For summative remote test eligibility, a student must also 
have the RemƻǘŜ ¢ŜǎǘŜǊ ŦƛŜƭŘ ƛƴ ǘƘŜ {ǘǳŘŜƴǘ 5Ŝǘŀƛƭǎ tŀƎŜ ǎŜǘ ǘƻ ά¸ŜǎΦέ If the Parental Consent for A/V 
Monitoring field is left blank or set to άbƻ wŜƳƻǘŜ ¢ŜǎǘƛƴƎΣέ the student will not be able to test 
ǊŜƳƻǘŜƭȅΣ ŜǾŜƴ ƛŦ ǘƘŜ wŜƳƻǘŜ ¢ŜǎǘŜǊ ŦƛŜƭŘ ŀōƻǾŜ ƛǘ ƛǎ ǎŜǘ ǘƻ ά¸ŜǎΦέ 

 

 

More information about remote testing requirements is available in the User Guide for Test 
Administrators for Remote Summative Administration. 

To change a test setting after the test starts, first check the TA interface. 

¶ If the setting is editable in the TA interface, it must be changed via the TA interface. 

https://www.oregon.gov/ode/educator-resources/assessment/Documents/ODE_21-22_User_Guide_For_TAs_Remote_Summative_Administration.pdf
https://www.oregon.gov/ode/educator-resources/assessment/Documents/ODE_21-22_User_Guide_For_TAs_Remote_Summative_Administration.pdf
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¶ If the setting is not editable in the TA interface, it must be changed in TIDE. Users should 
have the student log out of the test, make the update in TIDE, and click Save. The test 
administrator should see the change applied on the student's test settings page when 
approving the student to test. During times of busy testing, it may take several minutes 
for the change to be applied. 

Certain test settings are not editable after students begin a test, including Presentation, 
Glossaries for Math PTs, ELPA Domain Exemptions, and ELPA High School Proficiency Met 
Exemptions. To change any of the listed test settings, users must submit an impropriety request 
to ODE.  

 Select Save. 

 In the affirmation dialog box, select Continue to return to the list of student records. 

Viewing a history of changes to a studentõs account 

¢ƘŜ ±ƛŜǿ {ǘǳŘŜƴǘ IƛǎǘƻǊȅ ŦŜŀǘǳǊŜ ǇǊƻǾƛŘŜǎ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǳǇŘŀǘŜǎ ƳŀŘŜ ǘƻ ŀ ǎǘǳŘŜƴǘΩǎ ŀŎŎƻǳƴǘ 
by both TIDE users and automated processes. The information includes the ǳǎŜǊΩǎ ƴŀƳŜ ƻǊ ǇǊƻŎŜǎǎ ǘƘŀǘ 
initiated the change. 

You can view a history of: 

ω wŜcent Changes 

ω {ǘǳŘŜƴǘ LƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ¢Ŝǎǘ {ŜǘǘƛƴƎǎ 

ω 9ƴǊƻƭƭƳŜƴǘ ŀƴŘ wƻǎǘŜǊǎ 

ω ¢Ŝǎǘ 9ƭƛƎƛōƛƭƛǘȅ 

Each user role can only access the same information in the history as the user role has access to in the 
student information screens. The history is limited to displaying changes from the start of the previous 
academic year to the present. All times shown are displayed in US Eastern Time (ET). 

¢ƻ ŀŎŎŜǎǎ ŀ ǎǘǳŘŜƴǘΩǎ ƘƛǎǘƻǊȅΥ 

 From the Student Information task menu on the TIDE dashboard, select View/Edit/Export Student 
Test Settings and Tools. The View/Edit/Export Student Test Settings and Tools page appears (Figure 
25). 

 Retrieve the individual student account you want to view by following the procedure in the section 
άModifying existing records one at a timeέ in the Introduction. 

 In the list of retrieved students, select  for the student whose account you want to view. The 

View/Edit {ǘǳŘŜƴǘΥ ώ{ǘǳŘŜƴǘΩǎ bŀƳŜϐ window appears. 

 From the top of the page, select the View History button. 
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 Review the Recent Changes for an overview of all changes or select another tab to view only those 
changes. 

 Optional: Use the filters and search options to limit the information shown in the history. 

Uploading student accommodations and test tools 

If you have many students for whom you need to apply test settings, it may be easier to perform those 
transactions through file uploads. This task requires familiarity with composing comma-separated value 
(CSV) files or working with Microsoft Excel. 

 From the Student Information task menu on the TIDE dashboard, select Upload Student Test 
Settings and Tools. The Upload Student Test Settings and Tools page appears. 

 CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άAdding or modifying multiple records at onceέ ƛƴ ǘƘŜ 
Introduction and using the ǘŀōƭŜ άFile Format of the Student Test Settings and Tools Upload Fileέ ƛƴ 
the appendix as a reference, fill out the Test Settings template and upload it to TIDE. 

Uploading student test restrictions 

If you have many students for whom you need to set up test restrictions, it may be easier to perform 
those transactions through file uploads. This task requires familiarity with composing comma-separated 
value (CSV) files or working with Microsoft Excel. 

 From the Student Information task menu on the TIDE dashboard, select Upload Student 
Restrictions. The Upload Student Restrictions page appears. 

 Following the instructions in the section άAdding or modifying multiple records at onceέ ƛƴ ǘƘŜ 
IƴǘǊƻŘǳŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άFile Format of the Student Restrictions Upload Fileέ ƛƴ ǘƘŜ 
appendix as a reference, fill out the Test Restrictions template and upload it to TIDE. 

Adding new student accounts with Temp IDs 

For the ELPA Screener, if an SSID is not yet available for a student, you can create a Temp ID for testing 
purposes in TIDE. This task is only applicable to the ELPA Screener assessment and only adds students 
with Temp IDs. If available, SSIDs should be used to administer the ELPA Screener unless otherwise 
instructed by ODE. 

This process is only available for the ELPA Screener and not the Summative ELPA or Alt ELPA tests. 

Temp IDs associated with the same institution as the permanent SSID may be updated to the SSID to 
associate the ELPA Screener result with the student's SSID record. Student records can be updated via 
the Student Details Page or via the Update Temp ID to SSID task. 

Temp IDs can only be generated by TIDE or through the TA Interface.  

 From the Student Information task menu on the TIDE dashboard, select Add Student Temp 
ID (ELPA Screener Only). The Add Student Temp ID page appears. 
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Figure 26. Add Student Temp ID 

 

 In the Student Information panel, enter the student's demographic information. Verify all 
information for accuracy prior to creating a Temp ID. 

 In the Test Access panel, leave all options as-is. These do not apply to the ELPA Screener. 

 In the Embedded Designated Supports and Embedded Accommodations panels, enter the student's 
settings for the ELPA Screener test only. The panels display a column for each test, but since this 
Temp ID will only be used for the ELPA Screener, you only need to update settings for that test. 

 Click Save. A confirmation message is displayed that includes the student's Temp ID. 

 Click Continue to return to the Add Students Temp ID page. 

¸ƻǳ Ŏŀƴ ǊŜǘǊƛŜǾŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜŎƻǊŘ ǳǎƛƴƎ ǘƘŜ CƛƴŘ {ǘǳŘŜƴǘ ōȅ L5 ŦŜŀǘǳǊŜ όreview the 
section άSearching for Students by ID or Users by Emailέ ƛƴ ǘƘŜ ŀǇǇŜƴŘƛȄύ ƻǊ ŦǊƻƳ ǘƘŜ View/Edit/Export 
Student page (review ǘƘŜ ǎŜŎǘƛƻƴ άModifying existing student accounts one at a timeέύ ǘƻ ǾƛŜǿ ŀƴŘ ŜŘƛǘ 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘŜǘŀƛƭǎΦ 

Figure 27. Confirmation Message: Student Added with Temp ID 
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When you create a second Temp ID for the same student, you will receive the error message below. This 
warning means that a Temp ID exists for a student with similar or identical demographic information; it 
does not indicate that the Temp ID creation process has failed. You may create a second Temp ID for the 
ǎŀƳŜ ǎǘǳŘŜƴǘ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ ǊŜǎǘŀǊǘ ǘƘŜ ǘŜǎǘ ƻǊ ŎƻǊǊŜŎǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŘƻƳŀƛƴ ŜȄŜƳǇǘƛƻƴǎΦ ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ 
Continue to confirm creation of the new Temp ID, or click Cancel to exit and discontinue the Temp ID 
creation process.  

Figure 28. Student Existed Warning 

 

Updating Temp IDs to SSIDs through file upload 

If you have many students with Temp IDs that you wish to update to SSIDs, it may be easier to perform 
those transactions through file uploads. This task requires familiarity with composing comma-separated 
value (CSV) files or working with Microsoft Excel. 

 From the Student Information task menu on the dashboard, select Update Temp ID to SSID. 
The Update Temp ID to SSID page appears. 

Figure 29. Update Temp ID to SSID page 

 

 CƻƭƭƻǿƛƴƎ ǘƘŜ ƛƴǎǘǊǳŎǘƛƻƴǎ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άAdding or modifying multiple records at onceέ ƛƴ ǘƘŜ 
LƴǘǊƻŘǳŎǘƛƻƴ ŀƴŘ ǳǎƛƴƎ ǘƘŜ ǘŀōƭŜ άFile Format of the Update Temp ID to SSID Upload Fileέ ƛƴ ǘƘŜ 
appendix as a reference, fill out the Update Temp ID to SSID template and upload it to TIDE. 

Updating temporary IDs to permanent IDs one at a time 

You can assign permanent IDs to students with temporary IDs one at a time through the View/Edit 
Students form. 

1. From the Student Information task menu on the dashboard, select View/Edit/Export Student Test 
Settings and Tools. The View/Edit/Export Student Test Settings and Tools page appears. 
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Figure 30. View/Edit/Export Student Settings and Tools Page 

 

2. Retrieve the individual student account for whom you want to assign a permanent ID by following 
ǘƘŜ ǇǊƻŎŜŘǳǊŜ ƛƴ ǘƘŜ ǎŜŎǘƛƻƴ άHow to modify existing records one at a timeέ ƛƴ ǘƘŜ Introduction.  

3. Optional: From the Student ID Type drop-down list, select Temp ID. 

4. In the list of retrieved students, select  for the student with a temporary ID for whom you want 

to assign a permanent ID. The View/Edit Students: [Student's Name] form appears. 

Figure 31Φ ±ƛŜǿκ9Řƛǘ {ǘǳŘŜƴǘǎΥ ώ{ǘǳŘŜƴǘΩǎ bŀƳŜϐ CƻǊƳ 

 

5. From the Student Information panel, in the SSID field, select  and enter a permanent ID for the 
student. Permanent IDs must be up to 10 numeric characters. 

When updating temporary IDs to permanent IDs, the Date of Birth and School fields must be an 
exact match for the merge to be successful. The First Name and Last Name fields must at least be a 
close match.  

6. Select Save. 

Printing PreID labels 

PreID labels (Figure 32) are not required for student testing. However, PreID labels may be used for non-
testing purposes if desired, such as affixing to student folders or using as student name cards. 

Districts and schools can print labels for students not included in the original PreID upload for a given 
administration, such as students who transferred to a school after the PreID upload. 
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This task requires the 5" × 2" label stock. You can print on partially used label sheets. TIDE generates the 
labels as a PDF file that you download and print from your browser. 

Figure 32. Sample PreID Label 

 

1. From the Student Information task menu on the TIDE dashboard, select View/Edit/Export Student 
Test Settings and Tools. The View/Edit/Export Student Test Settings and Tools page appears. 

2. Retrieve the students for whom you want to print test tickets by filling out the search criteria and 
selecting Search. 

3. Select the column headings to sort the retrieved students in the order you want the labels printed.  

4. Specify the students for whom labels need to be printed: 

Á To print labels for specific students, mark the checkboxes for the students you want to print. 

Á To print labels for all students listed on the page, mark the checkbox at the top of the table. 

5. Select , and then select My Selected PreID Labels. 

6. In the new browser window that opens, verify PreID Labels is selected in the Print Options section 
and a model appears for selecting the start position for printing on the first page (Figure 33). 

7. Select the start position you require.  

The start position applies only to the first page of labels. For all subsequent pages, the printing starts 
in position 1, the upper-left corner. 

8. Select Print. When printing PreID labels, make sure Print to Fit is unchecked. 

Your browser downloads the generated PDF. 



Test Information and Distribution Engine User Guide 

© Cambium Assessment, Inc.  25 

H
o
w

 U
s
e

rs
 P

e
rfo

rm
 T

a
s
k
s
 in

 T
ID

E 

Figure 33. Layout Model for PreID Labels 

 

Viewing reports of students who have transferred in 

Users can view reports of students who have transferred into their school or district by following the 
steps below. 

 From the Student Information task menu on the TIDE dashboard, select Student Transfer In Report. 
The Student Transfer In Report page appears. 

 Enter search criteria. 

 Select Search. 

The report appears, displaying students matching the search criteria. 

Viewing reports of students who have transferred out 

Users can view reports of students who have transferred out of their school or district by following the 
steps below. 

 From the Student Information task menu on the TIDE dashboard, select Student Transfer Out 
Report. The Student Transfer Out Report page appears. 

 Enter search criteria. 

 Select Search. 

The report appears, displaying students matching the search criteria. 

Managing Rosters 

Rosters are groups of students associated with a teacher in a particular school. Rosters typically 
represent entire classrooms in lower grades, or individual classroom periods in upper grades. Rosters 
can also be created for special courses across grades or to group students who need extra support.  
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The rosters you create in TIDE are also available in the Reporting System. The Reporting System can 
aggregate test scores at these roster levels. You can also use rosters to print student settings and tools. 

Since teachers are responsible for the growth and development of ǎǘǳŘŜƴǘΩǎ skillsets, it is important for 
teachers to be able to analyze their ǎǘǳŘŜƴǘǎΩ performance data to adjust their teaching strategies 
accordingly. For teachers to view this information, the students must be included in a roster associated 
with each teacher. Hence, rosters are recommended for all teachers who are responsible for teaching an 
academic subject. 

When creating rosters, follow the guidelines below: 

¶ Rosters should ideally include about 25-30 students. If a roster is too large or too small, it may affect the 
credibility and usefulness of the data available from the Reporting System. 

¶ One or more rosters may need to be created depending on the subjects taught by a teacher. For 
example, if a group of Grade 3 students have the same teacher for ELA, Mathematics, and Science, then 
separate rosters do not need to be created for each subject. However, if different teachers are 
responsible for teaching different subjects then separate rosters need to be created for each teacher 
and subject. 

¶ When naming rosters, a clear and consistent naming convention should be used that indicates the 
grade, class name, teacher, period as applicable. For example, an elementary school roster may be 
named ΨGr3Jones23-нпΩ and a secondary school roster may be named ΨAikenPeriod3Eng9A23-нпΩ. 

¶ There are a few restrictions to be aware of when creating rosters: Each user-defined roster can only be 
associated with one school. You can only create rosters from students associated with the school(s) or 
district(s) associated with your user account. 

Adding new rosters one at a time 

 From the Rosters task menu on the TIDE dashboard, select Add Roster. The Add Roster page 
appears. 

 Select a school. 

 On the Add Roster form (Figure 34), add a roster name and select a teacher. 

 Decide how you want to add students: 

Á Quick Roster tab (search adds students automatically, manually remove students to edit) 

- Use the Quick Roster tab to create a roster from a group of students. Once you select the 
search criteria, all students who meet those criteria are automatically added to the roster 

after you select Create Quick Roster. You can remove students manually by selecting  

next to individual students or select Remove All from the top of the grid. Selecting Save 
creates your roster. 

Á Student Search tab (search finds students that you add and remove manually) 
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- Use the Student Search tab for a more traditional search function, including the option to 

find specific students by ID or name. After you return results, select  to add individuals or 

select Add All from the top of the grid. 

Tip: To return fewer students, limit your search by adding more criteria. Expand the Additional Fields 
section to add student information criteria as available.  

Figure 34. Add Roster Form 

 

 Optional: After results appear under Selected Students, change the information that displays about 
students. 

Á Show more information drop-down: Select or clear additional columns under Available/Selected 
Students grids. 

Á Use the Filter field to limit students to those who match the text you enter. 
This keyword search only finds text in the grid. Be aware if you enter 11 to find students in 11th 
grade, any content with the text 11 will display. This could potentially pull in results you did not 
intend to find. 

After saving, rosters must be changed from the Edit Rosters screen. 

Modifying existing rosters one at a time 

You can modify rosters created by users lower than you in the hierarchy, if required. Oregon uses user-
defined Rosters: These are rosters that you create through the Add Roster page or the Upload Rosters 
page. You can modify a user-defined roster by changing its name, associated teacher, or by adding 
students or removing students. 

¶ You can modify existing rosters by performing the following steps: 
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 From the Rosters task menu on the TIDE dashboard, select View/Edit/Export Roster. The 
View/Edit/Export Roster page appears. 

 Retrieve the roster record you want to view or edit by following the procedure in the section 
άModifying existing records one at a timeέ ƛƴ ǘƘŜ LƴǘǊƻŘǳŎǘƛƻƴΦ 

 In the list of retrieved rosters, select  for the roster whose details you want to view. The 

View/Edit Roster form appears. This form is similar to the form used to add students to rosters. 

 The Selected Students list displays students who are currently associated with the roster. 

 To add students, search Find Students. 

Á Select the Student Search tab to add individual students manually. 

Á Select the Quick Roster tab to add a group of students and then remove individual students who 
do not need to be on the roster. 

 Note: Each user-defined roster can only be associated with one school, so the search options do 
not include a way to search for a school. 

 To remove students, select  next to individual students or select Remove All from the top of the 

grid. 

 Select Save, and in the affirmation dialog box select Continue. 

Figure 35. Modifying a Roster 

  

Adding or modifying multiple rosters all at once 

If you have many rosters to add or modify, you can do so through file upload as shown in the section 
άAdding or modifying multiple records at onceέ ƛƴ ǘƘŜ Introduction. 










































































